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Always remember to update your location and phone number in PeopleSoft!!
Human Resources = Self Service = DWA Security Request

/& DWA Security Request - Internet Explorer provided by SDUSD

@g https://dwa.sandi.net/psp/hcm/EMPLOYEE/HRMS/c/SD_DUMMY_MENU.SD_SEC_REQ COMP.GBL?PORTALPARAM PTCNAV=5D REQ COR w %

File Edit View Favorites Tools Help
X @Convert v [ Select

.7 Favorites | @ DWA Security Request - | gég ~ Pagev Safety~ Tools~ ({

. Homan Capital
P MRS
P& oracie

Worklist Add to Favorites Sign out

Search: Mew Window | Help | Customize Page |n -
P TS DWA Security Request
[+ Self Service

[» Personal Information

[ Payroll and Compensation Use of this form is limited to the ing ication account req Peoplesoft. Legacy systems

© Benefits (MFC/S and SIS Student Query), or Non-District Employee POIContractor accounts. How to use this form

[» Recruiting Activities

= Cert Seniority Dt For requests pertaining to Encore, Zangle, or district E-mail, see here for directions

Verification

DWA Security Requ
[ Manager Self Service

> Set Up HRMS EmplID: 136978 Name: Floyd Mark Buyer
> Worklist
> Reparting Tools *Phone: 58/522-5815 *Email: mfloyd@sandinet Dept: 5552

> PeapleTools

“Empl ID: @ Name: Alt Email:
*Phone: Email: org Dept:
Relation:
Approvers must be an Adr r. Principal or A ion email is sent to the Approver upon 7

submission of this request. Requests are processed after a confirmation reply via email is received.

Request Details: List any necessary Information for the DWA or POI request below:

Requested User: (Select wha this request is for)
[C1Employee
[l Person of Interest (POI)

Confidentiality Statement

The use of any data on San Diego City Schools computers must meet state and federal confidentiality laws. Individuals must take every
precaution to protect the security of this dsts and prevent any relesse, intentional or unintentional. Further, sny wiitien or computer-produced
reports denived from this data must meet the requIrEmEnts of Procedurs 6525, Permission 1o provie this data to any sgency other than the
State of California or federal govemment has not been given. i from the iste division must be cbtained prior to

relesse to any other agency.

Done €& Local intranet | Protected Mo

Refer to page 2 for detailed instructions




URGENT! — WHEN YOU CHANGE JOBS
ALSO CHANGE YOUR NEW LOCATION AND PHONE NUMBER!

Here’s the Problem

The Strategic Sourcing and Contracts Department receives numerous phone calls from school district employees looking
for their ePro Requisition inventory (stock) item orders that they haven’t yet received. About 95% of the time the order
was completed, but it was delivered to the employee’s previous work site. This happens because many employees fail
to login to PeopleSoft HCM (Human Capital Management, a.k.a. Human Resources) and fill out the DWA Security
Request to have their default location and telephone number (where you work) changed to their new job site.

Failure to update your location creates many problems:

e Delivery to wrong site

e Delay of delivery to correct site

e Wasted time and resources used for re-routing of deliveries

e  Wrong delivery not discovered until the materials are overdue.

PeopleSoft software cannot automatically update all your default settings in the system. You must update this
information. This will ensure that your orders will arrive for you in a timely manner.

Here’s the Solution

So when you change job sites and phone numbers, use the DWA Security Request form to update your default location.
The DWA Security Request form is found within the PeopleSoft Human Resources online system. You must login to
PeopleSoft Human Resources first (NOT the financials side). After you login, the navigation path to get there is:

Human Resources > Self Service > DWA Security Request

To read an illustrated, step-by-step job aid that shows how to complete the DWA Security Request form, go online and
follow this Internet path:

www.sandi.net = Staff = Technical Support & Resources = PeopleSoft 2 Reference Materials

vvSvSvSbvSvvSy



http://old.sandi.net/dwa/peoplesoft/readandlearn/jobaids/hr/hrss/DWA_Security_Requests_Instructions_v2.pdf

INTRODUCTION

PLEASE NOTE: In order to use this Quick Reference Guide you should have already have attended an eProcurement
training class, and know how to create an eProcurement (ePro) requisition. This Guide does not show how to create

requisitions. It shows the proper data/information to be entered into a requisition form for certain kinds of items only.

For information on eProcurement classes being offered, please go online to our SDUSD IT Training website:
www.sandi.net - Staff = Technical Support & Resources = PeopleSoft = Training Opportunities—> (sign in with
your Employee ID number and password)

This Guide is intended for use by ePro Requesters. ePro Requesters are SDUSD employees who use our online
PeopleSoft Financials eProcurement ordering system to purchase goods and services for their schools, offices, and
departments.

This Guide is not a replacement for any of the comprehensive eProcurement Training Handbooks. The handbooks
provide all the information on how to use the eProcurement online system (how to login, how to place all the different
types of orders, what to click with the mouse and when to click it, etc...).

This Quick Reference ePro Ordering Guide is designed to be used as a supplement to the handbooks. The Guide includes
the following key information:

e A basic, informative direction on the precise wording you must enter into an ePro requisition form for specific
types of orders in which errors can be easy to make.

e Who to contact when you have questions on specific items you are ordering.

e Where to find SDUSD prices on certain items.

e Tips and advice on how to place successful orders so they can arrive faster, with fewer delays.

It is important to understand that incorrect ePro requisitions can cause:

e Wasted funds.

e Delays in order processing and receipt of goods.

e Wasted time for Requesters across the district, as well as for Strategic Sourcing and Contract Services
Department personnel.

e Delays or loss of goods and services.

By using this Guide, Requestors can help cut down on the problems caused by improperly
created ePro requisition orders.




DIRECTORIES

Strategic Sourcing and Contracts and Accounts Payable

This is a list of the SDUSD staff within our Strategic Sourcing and Contracts. These are the people who work to complete

our purchases. On the following page is a list of Accounts Payable Personnel. (These lists are always subject to change.)

Strategic Sourcing and Contracts

Phone

Fax

E-mail

Products, Services, Commodies

Vendor Examples

(858) 522-5823

(619) 542-5723

kbunch@sandi.net

Classroom Supplies, DVDs,
Music & Musical Instruments,
Custom and Qutside printing,
Testing Materials, Science

School Specialty, Lakeshore,
CM School Supply, Barnes &
MNoble, Nick Rail, Southwest
Strings, Graphiques, Frey,
Fischer, Riverside, and Pearson

(858) 522-5825

(619) 542-5725

nethridge@sandi.net

Professional & Construction
Services

Audio Assoc., Southland
Electric, Saturn Electric, Ty
Hunter Design

(858) 522-5815

(610) 542-5715

mfloyd @sandi.net

Computers, Computer
equipment, printers & supplies,
Software, Online subscriptions,
Printer Toner Cartridges.

Meredith Digital, AreyJones,
Apple, CDWG

Name
Bunch Karl
Ethridge Natalie
Floyd Mark
Gabbard Liz

(858) 522-5822

(619) 542-5722

lgabbard@sandi.net

Overall contracting support for
PPO, Custodial supplies,
Lumber, Sheds, Landscaping,
Lighting, Concrete, Asphalt,
Refuse removal

Waxie, Grainger, Graybar, HD
Supply, WESCO

Vacant Position
(see John Groll for Assistance)

(858) 522-5821

(619) 542-5721

jaroll@sandi.net

Office Supplies, Paper, Fuels,
Special Ed Equip & Supplies,
Physical Education , Sporting
Equip & Supplies, Medical
Dental/Supplies, Health, Safety,
Postage, Office Equip
Maintenance, Independent
Contractor Agreements

Indpendent Stationers, Office
Depot, Rifton, Flaghouse, Soco,
York Ins, and Alliant Ins
Company

(858) 522-5812

(619) 542-5712

e-Rate Telecommunications

Cox Communications, AT&T

(858) 522-5824

(619) 542-5724

kherman@sandi.net

Payment Only, Confirmation,
Magazine Subscriptions,
Furniture & Furniture Rentals,
CustomStamps and Name
Plates

Crawford and Co Furniture, GM
Business Interiors, Virco Mfg

(858) 522-2831

(619) 542-5731

Construction Services

Soltek Pacific Construction,
Co., Straight Line General
Contractors

(858) 522-5813

(610) 542-5713

eschoeppler@sandi.net

Food, Refrigerators, Cafeteria
supplies, Financial Consultant,
Early Childhood Program,
Career Counseling & Training
Ed, and Human Resource

CISCO Foods and other Food
Distributors and Suppliers,
Various Consultants Contracts,
..etc.

(858) 522-5811

(619) 542-5711

ksmolen@sandi.net

Cell Phones, Walkie Talkies
(Radios), Large Copiers,
Transportation, White/Yellow
fleet, Auto/Bus parts

Richo, SHARP USA, NAPA,
Wells Fargo

(858) 522-5867

(619) 542-5726

Jgomez@sandi.net

Audio /Visual Art, Text,
Supplemental, and Library
Books Supplies, Teaching Aids,
Map, Toys, Posters, Musical
Instruments, Sheet Music,
Media

Dick Blick, Aaron Bros., Best
Buy, Gov Connection, Rigby,
Scholastic, B&N, Gaylord, and
Brodart

Haggerty Patrick
Herman Kathleen
Hippee Linda
Schoeppler Eric
Smolen Katherine
Gomez Julio
Viado Janice

(858) 522-5818

(619) 542-5718

Jviado@sandi.net

Special Education, SES and
Student Services Program
contracts

Speech, Language Consultants,
SDSU, UCSD, Rady's Childrens
Hospital, Red Cross




SAN DIEGO UNIFIED SCHOOL DISTRICT
Office of the Controller
Accounts Payable Department - Room 3141

Vendor Assignments Effective 10/24/13

A/P Fax Number:

Vendors are assigned to A/P staff alphabetically by the payee's last name or company name.
Employee Travel Authorizations & Expense Reports are assigned to A/P staff alphabetically by traveler's last name.

(619)725.7769

PHONE
ALPHA VENDOR NAME AJP SPECIALIST NUMBER
(619) E-Mail Address:
A Magda Henein 725-7760 mhenein@sandi.net
B Abe Caluza 725-7771 icaluza@@sandi.net
C Nancy Miraflor 725-7758 nmiraflor@sandi.net
Cellular Telephone Service Kitty Jackson 725-7751 clacksonl@sandinet
D Tina Jair T725-7T764 tjiair@sandi net
E Stephanie Trump T25-T765 strump@sandi_net
F Phuong Pham T25-7761 ppham@sandi.net
G Sheryl Stearns T25-T757 sstearnsgdﬁsancli_net
Gas & Electric / Utilities Nancy Miraflor 725-7758 nmiraflor@sandi.net
H Cristi Childers 725-1683 cchilders(lc.'rlhsancli_nel
[ Cindy Stephens 725-7766 cstephens@sandi net
1 Cindy Stephens 725-7766 cstephens@sandi net
K Margaret Gomes 725-7768 magomes@sandi.net
L Abe Caluza 725-7771 jcaluza@sandi.net
M Phuong Pham 725-7761 ppham@sandi_net
N Tina Jair 725-7764 tjair@sandi net
0] Margaret Gomes 725-7768 mgomes-ﬁ?sandi.net
P Cindy Stephens 725-7766 cstephens@sandi.net
Q Tina Jair 725-7764 tjair@sandi.net
R Stephanie Trump 725-7765 strump@sandi.net
S Cordae Auld 725-7759 cauldi@sandi.net
Telephone Service - Land Lines Stephanie Trump 725-7765 strump @sandi.net
T Tina Jair T725-7T764 tjiair@sandi net
U Sheryl Stearns T25-T757 sstearns@sandi.net
v Cristi Childers 125-7683 cchilders@sandi.net
W Kitty Jackson 725-7751 clacksonl @@sandi.net
Water/Sewer Utility Service Cindy Stephens 725-7766 cstephens@sandi.net
X Stephanie Trump T25-T765 strumg@sancli_net
Y Cristi Childers 725-1683 cchilders@sandi net
Z Stephanie Trump T25-T765 strump@sandi.net
( ]
L J



ATTACHMENTS TO ORDERS

Whenever you need to include a non-PeopleSoft document to an ePro Requisition order, such as a quote
or estimate from a vendor, hotel reservation or some typed list, or form, the best way to ensure that it
gets where it needs to go is to attach it to the ePro Requisition order itself...electronically.

The most common ways to obtain such a document are:

A) Ask the vendor to send you the document via e-mail attachment, preferably as a PDF-
formatted document. You can open it with Adobe Readere and save the document to your
computer.

B) Type up the document yourself in a word processing software program such as Microsoft
Word, and save it to your computer.

C) If all you have is an actual hardcopy of the document in hand, you can use a scanner to scan
the document into your computer and save it as a PDF file.

Once you have the document saved on your computer, you need to attach it to your ePro requisition (your
order) before you submit it for approval. There is a Job Aid (illustrated, step by step instruction sheet)
available on pages 7-8 that shows you how to do this. You can also find the Job Aid online by clicking on
this link(part of the “"2014 eProcurement Training Handbook”).

Here are the simple steps, in brief:

1) After completing the ePro requisition order (before you submit it) click to the Review and Submit
screen of the requisition form.

2) Click the Comments icon. (It looks like a cartoon word balloon).
3) Click the Add Attachment icon.

4) Click the Browse button and locate the file.

5) Click the Upload button.

6) Click OK.

7) Click the SAVE button.



http://www.sandi.net/cms/lib/CA01001235/Centricity/Domain/129/peoplesoft/financials%20peoplesoft/job%20aids/eprocurement%20job%20aids/ePro%20Job%20Aid%20Packet%20Jan%202014.pdf

UPLOAD ATTACHMENTS TO YOUR EPRO ORDER

(part of the “"2014 eProcurement Training Handbook")
[see also - http://www.sandi.net/Page/58885]

Upload Attachments to Your ePro Order
Attach Files to Go Along with Your Orders

When any document (estimate, list, spreadsheet, receipt, etc.) must accompany an eProcurement requi-

sition, the preferred procedure is to electronically upload (attach) the document to the requisition before
submission. Typically, such document attachments provide necessary information in order to process the
order. An example of this is when you place an order that includes a written estimate, and you want that

estimate to accompany the ePro requisition.

This Job Aid walks you through the steps to upload/attach a document to an item on an ePro requisition.
The steps illustrated below begin from the point at which we have already created the requisition, and
we are starting from the Checkout screen (used to be called the Review and Submit scree).

1. Locate the line item to which you want to attach a document or other type of file. Scroll over to the far
right side of the screen, and click on the Add link next to the empty text bubble.

B Qu 0
(A Commentgl Mgtachments

2. Click the Add Attachments button.

e 2

Comments

|”I send to Supplier Il Show a

Aa Atacnments
» Amacnments @
OK

1._Cancel

3. If you see this SQL error message pop up, Message
just click OK and ignore it. It's a glitch in the
software that doesn’t mean anything. The IT
folks are working to get rid of this message.
Just know that it won’t keep you from com-
pleting any tasks in PeopleSoft.

A SQL error occurred. Pliease consult your system log for details.,

January 2014
66
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http://www.sandi.net/cms/lib/CA01001235/Centricity/Domain/129/peoplesoft/financials%20peoplesoft/job%20aids/eprocurement%20job%20aids/ePro%20Job%20Aid%20Packet%20Jan%202014.pdf
http://www.sandi.net/Page/58885

4, Click the Browse button. Locate the document or other type of file on your computer you want to
attach to this ePro order. When you find the file, double-click on it.

File Attachment
Help

Browse.. |

: ll_plnad::::anrulj @

5. When you see the file loaded into the textbox, click Upload.

File Atachment

’l VPRDECHOME 13113413011 30086\ Dask oplUPK. Captivat | Siowsa
|

" Uplosd | | Cancel

6. You'll see that the file has been attached. You can add another file; click View to see what's in the file

itself; click a checkmark to Send to Supplier so they will see the attachments; and click OK to continue
with the order.

T sena to suppner [E) snow atmeceipt ] snow at voucner
Add Attachrmenis
T AltEChments
Arached Fie UserLate | rme Ve %MN"
Supplier
u saplivate_0 is 2014-01-2% | |
FE_Captivate_Comparis 1200802014-01-2 | oW & =

o dnex 14 P2 2000NG |

7. After you clicked OK, you'll be back on the Checkout screen. Over on the right side, where you origi-
nally clicked Add, it now says Edit with a paper clip icon, to show that there is an attachment.

You can then finish up the order normally (enter budget string, run the budget check, and submit).

(‘} Edit

January 2014
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SPECIAL REQUEST ORDERS (ePros)

As you probably already know, there are many different kinds of Special Request items you can order on

an eProcurement requisition form, and nearly an equal number of different ways in which to fill in those

requisitions. The problem most often experienced is that Requesters make mistakes which then delay the

orders... and nobody wants delayed orders.

This Guide contains illustrated examples of several correctly filled out Special Request ePro requisitions for

items that are typically ordered across the school district. To begin, this page illustrates how the correct

information should be entered into the f

ields for any generic Special Request order.

Item Description: Always begin with a noun for the
item, followed by the Make, Model, Color, Size, Part
Number, and any other details that describe exactly
what you are ordering. Include number of titles or
items in a set/kit. Be as specific as you can.

Unit of Measure:
Choose appropriate
unit. Most common
one is EA for Each

(individually
packaged items).

Price: Enter the price
per unit without tax
or shipping.

Quantity: Enter the
number of units you
want of the item.
Example: If the item
comes packaged in
pairs, and you want 4
items, then enter 2,
for 2 pairs.

Category: Enter the
correct Category for
this item. If you aren’t
sure, look it up. Refer
to the Job Aid entitled
“How to Find
Categories for Special
Request Items”.

Special Requests (7

Enter information about the non-catalog item you

Bookcase Virco 42" Hx 36" W x 12

*Item Descriptl

*Price 481.11
*Quantity 1
*Category GDS_4301 =N
Supplier
*Suppliey/1D 0000002661 =N

Suppffer Name |Virco Manufacturing Corp/ @,

Addpional Information

[[] send to Supplier ] show a\Receipt

Request New ltem

[ Request New Item

sould like to order:

John Doe (619) 555-1212 ABC Elementayy School. Bookcase needed for classroom #204. Deliver to Building 200

An email notifictaion wW\Il be sentto a buyer regarding this neWw\tem request

Due Date:

For Goods, the date

D Steel Three Shelf, Putty, SKU # VR1741 you want delivery.

*Currency |USD =
*Unit of Measure |EA @,

Due Date |04/15/2014 |[5]

For Services, enter
the date the service

will be completed by.

Suggest Mew Supplier

o

[ showNgt Voucher

\

Vendor: Choose the vendor you want,
or else suggest a new vendor. Without
a vendor stated here, our Buyers won’t
know who to order from.

——
©

N

Additional Information: Always enter your Name, Phone
Number, and Site where you work. Then, enter details about
the order that justifies the purchase, and, when necessary,
provide any notes you want the Buyer to see. DO NOT include
description or Part Number here.

—



SPECIAL REQUEST CELL PHONE EXAMPLE

For Cellular Phones Handset
(Service or plan not included in example)

Go to http://www.sandi.net/page/2165

- Select cell phones
- Select cell phone options
- Select AT &T ordering instructions or iPhone ordering instructions

"‘b San Diego Unified

SCHOOL DISTRICT

M PARENTS COMMUNITY | BOARD OF EDUCATION

Home | AboutUs | Administraticn  Depariments | Employment Mews | Schools  Studentlie |

Telecommu"icatiﬂrls Home B Depariments B Telscommunkcabons
Telecommunications

Overview

¥ Cell Phone Options
+ Cell Phone Ordenng, Receving, Invoicing and Customer Service Information

(et District Email on Your Mabile + To leam how to get district email on your cell phone, visit the Common Tasks secticn of the Email Support &
Device Resourcss page.

i + Guidelines for Ordering Cell Phones
Radios

Key Contact

Amanda Jones
siones 1 @sanding

ajones 1 grsandl.net
18] 1257468

COur Online Communities

e 0i3

& Comyright & 2013 San Diegn Unified Erkoal Distric
LI Copyright © 2013 San Diego Unifled Echool Distio ezslie Inquirie General Inquire: & Jore

10

——
| —


http://www.sandi.net/page/2165

ﬁ Home
Request Options - Search Al h
1. Once you have a new, blank ePro reg- Enter search criteria or selec! -
o ) from the menu on the right to &g Catalog
uisition form an your screen, click the begin creating your requisition Browse Catalogs
- Assels - tems over 500
spe:lal REqUESt tab' Textbooks - Elementary

|Creale Requisition

T weleome

Textbooks - Secondany
tems - Goods
tems - Sendces

ob, | Special Requests
Create a non-catalog request

Item Description: Type the following information into the Description field: Cell Phone(s)
(include make, model, description like this example: Samsung 8500 in red)

Price Example: 150.00 (No tax).

Quantity: 1

Category: GDS_4301

Unit of Measure: EA

Due Date: Put a future date. Example: 06/30/2014

Vendor: AT&T

Additional Information: First always type your own name, phone, and site location. Include:

“Please deliver all equipment to Chris Doe; Information Technology; Ed Center Rm. 1017; (619)

725-7469 (Office); (619) 725-7540 (Fax); cdoe@sandi.net”. Also include Site POC, Service
Provider Account number, Name of who will use the phone & their phone number.

Special Requests 2

Enter information about the non-catalog item you would like to order:

Item Details
@) *Item Description |Cell Phone Samsung 8500 in Red

“Price 150.00 “Currency |USD @
*Quantity 1 *Unit of Measure |EA @,
*Category |GDS_4301 @, Due Date |04/15/2014 |[3)
Supplier
*Supplier ID 0000002661 @,
Supplier Name |Virco Manufacturing Corp/@, Suggest New Supplier

Additional Information

equipmentto Amanda Jones; iINFORMATION tECHMNOLOGY, el CENTER rM 1017, §19-725-7469 (Office) ; 619-725-
7540 (Fax); ajines1@sandi.net

[] send to Supplier [Z] show at Receipt [Z] show at Voucher

11

Userwill be Mary Doe (619) 555-1212 ABC Elementary School. POC at this site is Chris Doe. Please deliver all @@

——
| —



1. Once vou have a new, blank ePro reg-

SPECIAL REQUEST
TERM P.O. EXAMPLE
Term Purchase Order. This is a purchase order that obtains certain goods, services and/or set of services
for a defined term of time. Example: You order a term P.O. that buys 12 months’ worth of services with a
ceiling or not to exceed price or until the end of a term (span of time) of a PO.

| Create Requisition 7

Welcome

Request Options

Enter search criteria or

Search Al hd

& Catalog

fro

uisition form on your screen, click the
Special Request tab.

Browse Catalogs

ing your requisition

23 special Requests

Create a non-catalog request

2. Type the appropriate information into the fields (this is just one example):

e Item Description: Term PO for annual Golf Cart Maintenance and Repairs NTE $xxx.xx
7/1/13 - 6/30/14 incl. all charges.

e Price Example: xxx.xx ? (Include all costs. No tax).

e Quantity: 1 [Note: DO NOT enter quantity greater than one (1)].

e Category: SVC_5854

e Unit of Measure: LOT [Note: DO NOT use any other unit of measure]

e Due Date: Put the date for the last day of service for this term. Example: 06/30/2014

¢ Vendor: Cart Mart (or whichever vendor)

Additional Information: First always type your own name, phone, and site location. Include any/all
detailed information about where (address, building) service will happen, etc. Include name and
phone number of who is authorized to pick up..

@

Special Requests

Enter information about the non-catalog item you would like to order

Item Details

*ltern Description

Supplier Name

Additional Information

Term PO for annual Golf Cart Maintenance & Repairs NTE $3,000

*Price 3,000 *Currency USD ]
~Quantity 1 *Unit of Measure EA =l
*Category SVC_5854 | Ehe Erate -""
Supplier
* Supplier ID 0000000626 |

Cart Mart, Inc |2,

Suggest New Supplier

Mary Doe (619) 555-555 ABC School. Term from 7/1/13 - 6/30/14

Send to Supplier

Request New ltem

Request New Item

Show at Receipt Show at Voucher

An email notifictaion will be sent to a buyer regarding this new item request

12

——
| —



3. What is this message (displayed below) that pops up on your screen?
Whenever you enter an item with a unit price of $500.00 or more you will see this popup.

When ordering an item with a unit price of $500.00 or more, PeopleSoft is designed to send you a
reminder to check the category code on your requisition. The system thinks that you are entering an asset
and it wants you to change the category. If the item is not an asset just click the OK button and proceed
with your requisition.

@ Message from webpage

ﬁ Please change category. You must select an asset related category for a good
. > $500

The PeopleCode program executed a Warning statement, which has

produced this message,

4. PLEASE BE SURE to include a quote from the vendor of choice, if you have one. Quotes must accompany
their respective ePro requisition forms when submitted for order processing. The preferred method of
doing this is to upload the quote as a document file, and attach it electronically to its ePro requisition. To
do this task, please see the Job Aid entitled “Attachments” on pages 7-8.
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SPECIAL REQUEST LOT ORDER
Only for orders containing 40 or more line items.

1. Once you have a new, blank ePro reg-
uisition form on your screen, click the
Special Request tab,

|Create Requisition 7

| wetcome
= Home
Request Options - Search All -
Enter search criteria or select .
from the menw on th vt to &= Catalon -
begin creating your requisition Browse Catalogs
Asgels - tems over 500
Text! Elementary
Textbooks - Secondary

ems - Goods
ems - Sendces

JC1 Special Requests

Create a non-catalog request

2. Item Description: Type the following information into the Description field: Lot order books NTE

$5000 tax and freight included. (note

e Price Example: 5000
e Quantity: 1

that your pricing might differ...this is just an example)

e Category: GDS_4201 (for library processed books) or GDS_A4301 (for all other books except

Adopted Texts)
e Unit of Measure: LOT

e Due Date: Put a future date. Example:

e Vendor: Pick the correct vendor AND

06/30/2014 (Note: this date must be 2 to 4 weeks out)
the correct location/address.

o Additional Information: Always type your name, phone, and site location. Include the number

of individual book titles (must be over
attached to the requisition.

40). Also type in: Detailed list of book information to be

@I Special Requests

Item Details

Enter information about the non-catalog item you would like to order

*Iterm Description ‘ One LOT of Books

per attached list NTE $5,000 including all costs. ‘

*Price | 5,000 | *Currency |USD 3,
*Quantity | i | *Unit of Measure LOT &,
"Category | GDS_4301 & Due Date *u
Supplier
*Supplier 1D | 000002287 |_
Supplier Name | Scholastic, Inc |:—'"__ Suggest New Supplier

Additional Information

Mary Doe (619) 555-5555 ABC School. 100 book titles. Detailed list attached to this requisition. [‘ i

Request New Item

[7] Request New Item An email notifictaion

[[] send to Supplier ] show at Receipt [T] show at Voucher

will be sentto a buyer regarding this new item request
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3. What is this message (displayed below) that pops up on your screen?
Whenever you enter an item with a unit price of $500.00 or more you will see this popup.

When ordering a single item (i.e. One piece of Furniture, or one Camera, or one Truck, or one Computer)
with a unit price of $500.00 or more, PeopleSoft is designed to send you a reminder to check the category
code on your requisition. The system thinks that you are entering an asset and it wants you to change the
category. Note: When ordering 1 LOT, you ‘Il get the message below if your 1 LOT order is more than
$500.00. If the item is not an asset just click the OK button and proceed with your requisition.

©

3 Please change category. You must select an asset related category for a good
: > $500

The PeopleCode program executed a Warning statement, which has

produced this message.

IF AN ITEM IS AN ASSET - THEN IT MUST BE A SEPARATE LINE ITEM
AND NOT PART OF A LOT LIST.

4. PLEASE BE SURE to include a quote from the vendor of choice, if you have one. Quotes must accompany
their respective ePro requisition forms when submitted for order processing. The preferred method of
doing this is to upload the quote as a document file, and attach it electronically to its ePro requisition. To
do this task, please see the Job Aid entitled “Attachments” on pages 7-8.
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ASSET ORDERS

Assets must be ordered differently from all other orders.

What is an Asset?

SDUSD establishes that an item is an Asset if it meets the following criteria:

e The item is worth S500 or more per unit.
e Theitemis a Good (a physical item, not a service).

e The item is non-consumable (it can’t be diminished or used up).

e The item is cheaper to repair than to replace.
e The “Ship To” location should always be “5983A”

The illustration below depicts a correct order for a typical Asset item.

Item Description: N
cial Requests 7

Enter this just like

Enter inforr on about the non-calalog item you would like to arder

any Goods item
description, except ftem Details

v A T “item Descripion | PRINTER HP P401 4N LASERJET PART# ABC123

LETTERS. ( Noun, *price —

*Quantity 1 *Unit of Measure

Manufacture, and
Model Number) *Category

Supplier

A_COMP_PRINT_L464

000002287

Supplier Name Scholastic, Inc |<.

Category: Use the
correct Asset
Category.

Additional Information

uUsD
EA

Suggest New Supplier

broke down & cannot be repaired

Mary Doe (619) 555-5555 ABC School. Need new printer for expanding office. 12 year old printer

Send to Supplier | Show at Receipt | Show at Voucher

Request New Item

RB‘]UESI Hew ltem An email notifictaion will be sent 1o 3 buyer regarding this new item request

Except for the Item
Description and
Category fields,
which must be done
differently, complete
all the rest of the
fields as you
normally would for
any typical Goods
Special Request item.

If you aren’t sure whether an item is an Asset, always ask!

16

——
| —




DIRECT CONNECT ORDERS (Waxie, Independent Stationary (IS), etc.)

Waxie, Independent Stationers, Lakeshore, Grainger and Office Depot... are a few of the vendors many
people across the district commonly use. As you know, ordering from these and other common vendors
involves the use of DIRECT CONNECT, which is a special screen within the eProcurement system.

You were trained on how to order by Direct Connect when you attended the eProcurement training class.
Here is some important information you need to remember about using Direct Connect:

e Direct Connect orders must be made on a separate eProcurement requisition order form, by
themselves.

e NEVER MIX Direct Connect orders with any other order...no inventory or stock items, and no
other Special Request order items.

e If you order something from a Direct Connect vendor that costs $500 or more per unit, then you
must REMEMBER to change the Category to an Asset Category and SHIP TO the warehouse
(5983A) and not leave it as a regular Goods Category. Otherwise, DO NOT CHANGE this field.

e If you are not using the account numbers below, change the category. Otherwise, DO NOT
CHANGE this field.

VENDOR ACCOUNT
Direct Connect Fisher 4301
Direct Connect Frey 4301
Direct Connect Grainger 4315
Direct Connect Graybar 4315
Direct Connect HD Supply 4315
Direct Connect IS Group (Independent Stationers) 4301
Direct Connect Lakeshore Learning 4301
Direct Connect Office Depot 4301
Direct Connect School Specialty 4301
Direct Connect Waxie 4302

When entering direct connect vendors:

e Select all your lines, and

e Then go to 'mass changes'

e DO NOT put anything in the category if you're wanting to buy the material under 4301, the field
looks blank, but it isn't.

e There's a category tied to the direct connect vendor.

e When you type something in this field, it overrides what's there, causing the assigned Buyer to
change on your order. This will cause a delay in processing the order.
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COMPUTER AND HARDWARE ORDERING

1. Identify the current computer model available

For District Standard Equipment:
Contact District Pricing: www.sandi.net/pricelist

- Select computers
- Enter employee ID number and DWA password

/€& San Diego Unified Schoal District | Educational Technolog

#% hitp://www.sandi.net/204510720114516997 /blank/browse.aspla=383&BMDRN=2000&BCOB=08c= 58480 &204510720114516997 Nav=[2626|&MNodel + | 44 | X D Bing P -

File Edit View Favorites Tools Help
¥ @ Convert v [ Select

. Favorites | % San Diego Unified School Distrct | Educational Te... M- - [Z] @ - Pager Sefety~ Took (g~

W sap Diego Unified . = I

’ ' SCHOOL DISTRICT Bt

Contact Us Calendar Directory
m PARENTS STUDENTS COMMUNITY | BOARD OF EDUGATION

Home | AboutUs | Administration | Departments | Employment | Mews | Schools | StudentLearning |

1 Home pi Educational lechnology leam
Educational Technology Home > Departments > Educational Technology Team

Team Technology Products Price List

The Technology Products Price List is intended for SDUSD employees only and is not intended for personal

Ovendsw use or for other public or private institutions.
Contact Us
Employees may sign in by clicking on the Sign-In button in the light gray bar at the top of this browser window.
Directions =
K12 Voucher Pragram After signing in, click the links in the left navigation to view district-standard hardware and software product

options.
Assistive Technology
. This infarmation is provided for your reference in creating ePro requisitions. However, please note that the
iHigh Virtual Academy district’s Purchasing Buyers determine the final price on all district purchases.

» Computer Literacy Requirement
i21 Interactive Classroom

~ Technology Products Price List
Cell Phones

Cameras
Computers

Document Cameras

Ethernet L
Interactive Whiteboard

Printers

Radios

SD Memory/USB Drives

Software

Wireless Network Access -

Done €& Local intranet | Protected Mode: Off

1. Ordering DISTRICT STANDARD Computers

e Order all District Standard computers by selecting the “template” tab on create requisition

e Typein “Apple” or “Lenovo” in the search field (example below)

e Use the template name found on ww.sandi.net/pricelist

e Select the template desired, enter quantity, and click “add”

e To complete order, select “Review and Submit”, complete required fields, budget check, and “Submit”
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http://www.sandi.net/pricelist

@ nittps//dwa.sandinet/psp/financials/EMPLOYEE/ERP/c/PY_ MAIN MENUPV REQ ENT O ~ @ B & X || @ create Requisition X

X @convernt v Blselect

%~ v [=] g v Pagev Safetyv Toolsv @~ [/ [N ]

OracLe
PEOSLESOIT ENTERSRSE Home Worklist Add to Favorites Sign out

’.‘ Financials ==
A i3
(=13

Create Requisition

‘ E].' 1. Define Requisition 2-5'4 2. Add Items and Services 3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each item or service.

Search: Apple '), Search |

Catalog | Favorites | Templates | Forms | Web | Special Request | Search Results
¥ Templates - 19 Results
Description Quantity

b APPLE 13" MACBOOK PRO

*

£l

13 APPLE 16GB IPAD BLACK &

P APPLE 32GB IPAD BLACK &

>
2
o

2 APPLE 4GB IPAD BLACK ]

£

" APPLE IMAC 21.5" DESKTOP 5

4 APPLE IPAD 16GB 10-PACK BLACK &

*

i

b APPLE IPAD 4G AT&T 16 GB BLACK

> APPLE IPAD 4 16GB 10-PACK BLK >

AHURHGUL

]

i"
> >
g |&
;

D APPLE IPAD 4 16GB WI-FI BLACK

309PM | |

7/30/2013 | |}

s oW

2. K-12 Voucher Program Funding (optional: subject to approval)

e See additional information online at the District web site, WWW.SANDI.NET under:
Departments > Integrated Technology Support Services (ITSS) > Educational Technology Team

e For the eligible products: http://tiny.cc/sdvoucher

e Or contact the Educational Technology Team at 858-503-1707 with questions.

3. Ordering NON-DISTRICT STANDARD Computers

e You must first obtain approval from the Integrated Technology Support Services (ITSS) by completing
the “Exceptions Form - Hardware or Software” found at http://www.sandi.net/page/824. (see below)

e Login to site using your regular District USER ID and password

Home | AboutUs | Administration | Depariments | Employment | News | Schools | Studentlife |

Enter your user name and password to sign in.

Username or Employee 1D #:

| h

Password:

| b

m Forgot Sign-In Information?
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http://www.sandi.net/
http://tiny.cc/sdvoucher
http://www.sandi.net/page/824

m.-;-jt,:ﬂyln PARENT f". " | COMMUNITY | BOARD OF EDUCATION

Home About Us Administration Departments Employment News Schools Student Life

nseacated Technology S a1t Servic 1SS

egea e NOgY SUpport Service:

Integrated Technology Homg P Deganments P Insegeated Techno ervices (ITSS
SURRNL SR (15 District Standard Computers and iPads
Overview Buyer
Heip Desk Mark Floyd

Phone: 858-522-5815

Information Technology (IT)
Team

Software Applications Team o
PP All computer orders must include a contact name and phone number 1o schedule delivery. Requisitions missing this

Educational Technology Team information will be rejected and returned to the requester
Attendance Team To request the purchase of 3 computer model not listed below, please use the Exceptions Form - Hardware of Software
ITSS Staff

Desktop Computers

S Year Enterprise Software Plan

i21 Integrated Classroom

Photo Model ePro Template Price
w iPads in San Diego Unified
Purchasing iPads Entry Level
Purchasing Apps Des ktop

Recommended Apps

iPads for Principals

Lenovo M73SFF Small Form Factor - Intel
iPad Conversion to Mobile Dual Core G3220 3 0 ghz Processor. 4GB $73409
Device Manager (MDM) and RAM,_320GB HOD

Cart Retrofit

Apple TV
Support Resources Entry Level
Technology Plan 2010 Miniture

Technical Support & Resources

Desktop

Email and Communication Tools

Leaming On The Go (LOGO)

Lenovo M73e Tiny - Intel Dual Core G3220T

¥ Technology Products Price List 2.5ghz Processor, SGB RAM, 320G8 HOD

$853.33

Once approved, enter requisition as a “special request” order, ensuring the following information is
included:

e Item Description: Type in each line description as per valid computer model quote (PDF)

e Price Example: Type in each price amount as per valid computer model quote (PDF) (No tax).

e Quantity: as needed

e Category: as needed (Asset if over $500.00: A_ COMP_EQUIP_L4640)

e Unit of Measure: EA

e Due Date: Put a future date (Example: 06/30/2014)

e Vendor: Currently Arey Jones (for IBM Lenovo computers), Apple (for Apple computers) or SDUSD (for
software licensing package fee which is entered on a separate requisition line)

e Additional Information: First always type your own name, phone, and site location in the requisition
line (# 1) comments. As an example: “Questions, please contact: Chris Doe; Information Technology;
Ed Center Rm. 1017; (619) 555-1234 (Office); (619) 555-74321 (Fax); cdoe@sandi.net”.

4. PLEASE BE SURE to include the appropriate PDF file of the quote from the vendor of choice. Quotes
must accompany their respective ePro requisition when submitted for order processing. The preferred
method of doing this is to upload the quote as a document file, and attach it electronically to its ePro
requisition. To do this quick and easy task, please see the “ATTACHMENTS TO ORDERS” on pages 7-8 of
this guide. If you are unable to attach the document electronically, then please fax it to the Strategic
Sourcing and Contracts (Purchasing) Department with the requisition’s ID number on the fax.
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MANAGE REQUISITIONS

MONITOR YOUR REQUISITIONS DAILY

NOTE: Contact SSC if you have not received your goods by 30 days after the PO date.

Once you made your order, below is a tip for checking to see if you have pending requisitions that your
department has not yet approved or still yet to be sourced and dispatched.

Favorites = Main Menu~ > eProcurement = > Manage Requisitions

Financials
a3 busory CAss Venagemert
e

Manage Requisitions

To locate requisitions, edit the critenia below and click the Search button
Business Unit SDUSD 2 Requisition Name 3,
Requisition ID a4, Request State A v Budget Status -
Date From W Date To 02 i)
Requester 1 .| Entered By & POID 3,

Search ] Clear

Show Agvanced Search

Requisitions

Always set the “Request Status” to

To ifespan and line items for a requisition, ¢l )

To perform another action on a reg ion dropdown list and click Go ”A” But Com plete”. Th|5 W|” Catch a“
Req 1D Requisition Name te Request State Budget
REQ257006 REQ2570981PADS SDUSD 0NR4/2014 Open Error your open Requisitions.
REQ257095 REO2£I00CasaMan SRehil e alid —
reczssrzs rd Always enter you employee ID and i 12435 USD [Select Action] )
rec2sszs0 R make the “Date From” BLANK. i 189.90 USD [Select Action] v Go
REczsiez R Requisitions. This will allow youto 10,00 080 | DS e
REQ255062 R{ . . ers atid 6,000.00 USD [Select Action] ~| Go

view all your open Requisitions.

REQ254581 R alld 116,42 USD [SelectAction] > | 6o
REQ254546 R alid 147.94 US ction] - Go
REQ254445 R Lw id 94,95 USD [Select Action] v Go
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FIELD TRIPS - RESERVATIONS

FOR ALL DISTRICT FIELD TRIPS: Vendors require a Purchase Order to hold the reservation and guarantee
payment. (Some vendors will require payment in advance)
IMPORTANT!!

Most vendors require the PO to be received 2-4 weeks prior to the event date.

Submit these requests 6-8 weeks prior.

To start the process:

e Process the request on a Special Request e-Pro/Requisition.

e When the e-Pro/Requisition is created please attach the copy of your Trip Tracker Field trip Detail
form and the reservation/confirmation/invoice form to the e-Pro/Requisition immediately. (See
the section for attaching documents in this guide).

e |f you do not have scanning capabilities, fax it to purchasing immediately.

e e-Pro/Requisition number must be on the faxed paperwork.

REMEMBER: Delays in receiving the reservation/confirmation/invoice will slow down the
process to issue the Purchase Order.

Our Strategic Sourcing and Contracts Department requires the following information:
e A copy of the vendor’s reservation/confirmation/invoice. Documentation must have the name,
address, phone and fax for the vendor.
e A copy of your Trip tracker form
e The reservation needs to state:
o Type of event
o Date of the event
o Time of arrival
o Cost per person or group
o Name of the school and contact.
e Use avendor already exists in the system, (if possible).

Note in the e-Pro/Requisition:
e Reason for the trip.
e C(Class or grade level of the students.
e Teacher(s) in charge.

The paperwork must be submitted in time for a PO and warrant, if required, to be issued in advance of the
event.

Strategic Sourcing will issue and fax the Purchase Order directly to the vendor. If payment in advance is
required, the PO and reservation/confirmation/invoice will be emailed to Accounts Payable for the
issuance of the warrant. Accounts Payable will verify the information, issue the warrant and mail the
payment to the vendor, unless other arrangements are made to pick up the warrant at the Ed Center.
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FIELD TRIP CONFIRMATION LETTER EXAMPLE

THE

9786 W. Pico Bivd

Los Angeles, CA 90035
(310) 772-7639

Fax (310) 772-7627
MUSEUM OF TOLERANCE

Confirmation Letter
June 07, 2013

Mary Doe

Golden Hills Middle School
1240 33rd St

San Dicgo, CA 92102

Dear Mary Doe

I would like to take this opportunity to thank you for your interest in the Muscum of Tolerance. This letter
serves as a confirmation of your visit on July 03, 2013 at 1 1:06am for 53. The reservation number is 174989,
Your three hour visit will include most, not all, of the museum exhibits, and there are no hreaks during the
tour. The tour begins at your scheduled time, and late arrivals will not be guaranteed the full museum
experience.

We accept checks, Visa, MasterCard and American Express. One check should be made for the full
amount and there are no refunds or exchanges. Please submit the enclosed Reservation Confirmation tear-
off with your payment by 06/21/2013, or call the field trip department with credit card information. Please
direct any questions regarding payment of admission fees to Group Reservations at (310) 772-7639.

For the protection and safety of all visitors, please read the attached Bus and Security information. Please
share this information with the assigned teachers in order to beller prepare students for your Museurn visil.

For more helpful information, please visit our website, www.museumoftolerance.com and click en
“Teacher’s Guide,” for pre and post visit lessons aligned to the State Standards.

Thank you for your cooperation. We await your prompt reply. We look forward to making your visit an
exceptional Museum experience.

Sincerely,
Marc Lynn Coordinator, Field Trip Coordinator

------------------------ Tear-off:

Museum of Tolerance Confirmation Form

Reservation Number: 174989 TOTAL ENCLOSED $ (Do Not Send Cash)
Date of visit: July 03, 2013
Time of visit: 11:06am

STUDENTS @ S$10.50 EACHS
ADULTS  @$10.50 EACHS




FIELD TRIP CONFIRMATION INVOICE EXAMPLE

9786 W. Pico Blvd

Los Angeles, CA 90035

(310) 772-7638

Fax (310) 772-7627
ITHE MUsSeEUM OF 1OLERANCE

INVOICE

Invoice Number 1 174989
Invoice Date < June 07, 2013
Mary Doe

Golden Hills Middle School

1240 33rd St

San Diego, CA 92102

Date Description No. of Participants Price Total Cost
July 03, 2013 Visit to Museum of Tolerance 53 $10.50 per person $556.50
July 03,2013 Processing Fee 10.00

Total Due: 8566.50

Payment is requested by 06/21/2013

Please make checks payable to:

Museum of Tolerance
9786 West Pico Blvd.
Los Angeles, CA 90035
Attn: Field Trip Office

For any questions, please call (310) 772-7639.
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FIELD TRIP PURCHASE ORDER EXAMPLE

Purchase Order

San Diego Unified School Dist Dispatch via Print
Strategic Sourcing Department Purchase Order Date Revision Page
2351 Cardinal Ln Bldg M 0000210970 07/01/2013 1
San Diego CA 92123-3799 Payment Terms  Freight Terms Ship Via
United States Immediate Destination YOUR WAY
Buyer Phone Currency
Vendor: 0000001702 Kathleen Herman 858 522 5824 UsD
Museum Of Tolerance Ship To: Golden Hill K-8
9760 W Pico Bl 1240 33rd St.
Attn Valerie Browne San Diego CA 92102
lﬁos Angeles CA 900354720 United States
ax:-
Bill To: Accounts Payable

4100 Normal St Rm 3141
San Diego CA 92103-2653
United States

General Terms and Conditions of Purchase can be found at - http://www.sandi.net/Page/50186

Line-Sch _Item/Description ISBN Quantity UOM PO Price Extended Amt Due Date |
1- 1 Pay in Advance: Invoice 1.00UN 566.50 566.50 07/02/2013
174989, Dated June 07,

2013 Admission for 53
students and chaperones
of Golden Hills K-8 to
visit the museum on July

03, 2013.
Schedule Total 566.50
Item Total 566,50
Accounts Payable
Please issue warrant and HOLD for Pick-up
Please contact Mary Doe when warrant is ready: Her Cell: 619-555-5555
Total PO Amount

SAMPLE PO

Authorized Signature
ki 5T Aty S

25

——
| —




PAY IN ADVANCE - HOTELS

All hotels require payment in advance.
IMPORTANT!!
Submit these requests 6-8 weeks prior.
Most hotels want the payment to be received 2-4 weeks prior to the arrival date.
The paperwork needs to be submitted in time for a PO and warrant to be issued and mailed to
the hotel.
To Start the Process:
e Process the request on a Special Request E-Pro.
e When the E-Pro/Requisition is created please attach the reservation to the E-Pro/Requisition
immediately. (see the section for attaching documents in this guide)
e If you do not have scanning capabilities, fax it to purchasing immediately.
e E-Pro/Requisition number must be on the faxed paperwork.

Remember: Delays in receiving the hotel information will slow down the process to issue
payment in advance.
Only lodging for students, parents and non-district staff can be included in the requisition.
All District personnel hotel costs are to be submitted on Travel Authorizations.

Strategic Sourcing and Contracts requires the following information:
e A copy of the hotel reservation/confirmation.
e Hotel reservation/confirmation must state
Hotel name
Hotel address
Hotel phone and fax
The number of rooms
The room charge
The tax rate that will be charged
Check in and check out dates.
e Use avendor already exists in the system, (if possible).
Note in the E-Pro/Requisition:
e Reason for the trip.
e Class or grade level of the students.

O O O O O

e Teacher(s) in charge.
Upon receipt of the paperwork a pay in advance Purchase Order will be issued. A copy of the PO and the
reservation will be emailed to Accounts Payable and to the requestor. Accounts Payable will verify the
information, issue the warrant and mail the payment to the hotel, unless other arrangements are made to

pick up the warrant at the Ed Center.
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PAY IN ADVANCE INVOICE EXAMPLE

@D,
CONSIDER YOURSELF BOOKED Hilton

IITTAS & azsoars

Hilton Bellevue
300 112th Avenue SE | Bellevue | WA | United
Siates 98004

T: 1-425-455-1300 | F: 1-425-455-0466

(2]

Rooms & Suites | Dining | Amenities & Services i Map & Direclions

Please be advisad that select rooms will undergo rencvations February 1, 2014 through April 30, 2014.

Thank you for booking with us, lJ

Confirmation: 3110778969 Modify Reservation

Artival: 02 Mar 2014 3:00 PM (&)

Departuce: 05 Mar 2014 12:00 PM o
L2

. pStandby UPGRADE.

lom vpgrade tor as lhillle

- You are eligible fos a cus
$ 5 EXTRA
Upgrade vith eSiandby

Rate Information:

Rate Type:
FRENCH AMERICAN
Rate per night: 179.00 USD
Total for Stay per Room:
Rate 537.00 USD
Taxes 77.33 UsSD
Total 614.33 USD
Total for Stay: 614.33 USD

Includes estimated taxes and service charges. (Gratuities not included.)

Tax:
* 14.40% per room per night

Additional Charges:
+ Valet parking: 20.00/night  Self parking: 15.C0/night

Room Information:

Rooms: 1
Clients: 1 Adult

Non-Smoking Confirmed
Room Type: 1 KING BED
Preferences: King

Your room type preferences have been submilted with your reservation, and
are subject to holel availability.

Rate Rules and Cancellation Policy:

* Your reservation is guaranteed for tale arrival.

« Please contact us should you need to cancel your reservalion.

» Cancellations are required by 11:59 PM on 01 Mar 2014 iccal hotel time.
« Cancellation penalties may apply.




PAY IN ADVANCE PURCHASE ORDER EXAMPLE

Purchase Order

San Diego Unified School Dist Dispatch Via Email
Strategic Sourcing Department Purchase Order Date Revision
2351 Cardinal Ln Bldg M Z 000(:2724963 1;“?’1::‘_: T
i ayment Terms reight Terms p Via
32!;\0@90 LRORIErSIN0 Immediate Destination YOUR WAY
Buyer Phone Currency
Kathleen Herman 858 522 5824 uUsSD
Supplier: 0000000225 Ship To:  0925A Attention: JoAnna Bill To:  Accounts Payable
Hilton Hotels San Diego French- Andrea
300 112th Avenue SE American Sch 4100 Normal St Rm 3141
Bellevue WA 98004 6550 Mt Soledad B4 S9A DINI0 SR DENEANS
USA San Diego CA 92037 USA
USA

General Terms and Conditions of Purchase can be found at - http://www.sandi.net/Page/50186

Line- Item/Description ISBN/Manufacturer ID Quantity UOM PO Price Extended Amt Due Date

Sch

S PAY IN ADVANCE: 3.00 DAY 204.78 614.33 02/17/2014
Confirmation

#3110778969 Lodging
for SD French
American private
school teacher,
Elisabeth Perdereau,
while attending the
*"Reading and Writing
trategies" workshop.

Schedule Total
Lodging for SD French American private school teacher,
while attending the "Reading and Writing Strategies™ workshop.
Confirmation #3110778969,
Check infout 3/2/2014 - 3/5/2014
Room rate $179 plus 14.40% of $25.78 = $204.78 per night x 3 nights, total
$614.33

District contact: Mary Doe -619-555-1234
Item Total

Accounts Payable
Please mail warrant when issued

Thank you
Total PO Amount

SAMPLE P(

614.33

614.33

614.33

Authorized Signature

e 8 Aol
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CONFIRMING ORDERS

Confirming orders are against District policy.
(See Administrative Procedure 2415, Section C.4)

A confirming order happens when there is a District purchase for goods or services that is placed without

the issuance of an approved requisition and purchase order. The requisition is then issued after the

purchase, and the purchase order ‘confirms’ the purchase.

Requestors should ensure administrators and teachers know that purchasing material and then submitting
a requisition to cover the purchase is not allowed.

If you violate the policy above and you must use the invoice to issue the E-Pro/Requisition.

e [ssue the E-Pro/Requisition to match the invoice.

e Create a line for each item and shipping, include the description on each line.

e DO NOT ADD A LINE FOR TAX ON THE E-PRO/REQUISITION. PeopleSoft calculates the tax
automatically.

e Enter the correct vendor on the E-Pro/Requisition

e If the Vendor is new, enter vendor name, address, contact information, and obtain the Vendor’s
W-9 Form.

If you violate the policy and need a confirming order, when you submit the
requisition you will receive an email from Strategic Sourcing and Contracts stating:

THIS PURCHASE ORDER REQUIRES ACTION ON YOUR PART

This Purchase Order has been processed to allow for the payment of your confirming order requisition.

Because your confirming order Requisition is for materials or services already received, this Requisition is in
violation of Administrative Procedure 2415, Section C.4. It is important that your location review Section
C.4 at this time.

Please forward the Original Invoice to the Accounts Payable Department located at the Eugene Brucker
Education Center. The Purchase Order number must be written on the invoice to facilitate payment.

Accounts Payable cannot process request for payment without complete documentation.

This email will be sent to the ePro requestor, Approving Administrator,
Contracts Service Manager, the Area Superintendent, and A/P Technician.
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Independent Contractor Agreements

. The Independent Contract Agreement (ICA) form was developed to assist site administrators,
department heads, principals, and programs to contract with minor consultants, resource persons or
student service providers on a one page agreement form. The cost for these providers cannot exceed
$10,000.00 in any one fiscal year. No additional terms, conditions or contractor forms requiring individual
site signature(s) are authorized. Only School Board designated individuals are authorized to sign
contractor forms. Below is the overall procedure for processing an ICA. Please see the SSC website for
more information.

Site Completes Independent Consultant Agreement (ICA) Form
(NOTE: This process is to be used for services agreements under $10,000)
1. Complete all required information on the ICA form including: valid ePro/ requisition #
(Contact Budget Analysts if budget error occurs)
2. Ensure consultant /vendor signs ICA Form, with Fed ID No. or SS #.

Submit ICA form with these forms attached if required:
e  W-9 Form (use only if the vendor is not in PeopleSoft already).
e  CALIF 590 Form (use form only if an out of state vendor).

Follow the Internal Approval Process:
1. Submit to Site Administrator for review and approval signature.

InterOffice email ICA with all approved documents attached to: Strategic Sourcing and Contracts (SSC): ATTN: John Groll.

Strategic Sourcing and Contracts Dept will:
1. Review, approve and/or disapprove all documents submitted.
2. SS & C will verify the ePro/requisition is valid.

Acend em

SSC Staff will submit the approved ICA’s thru the appropriate Approval Tree(s).

AN

1. SS & CStaff
2. SS & C Officer
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GLOSSARY

Independent Contractor Agreement. This is a contract between SDUSD and an outside
contractor to provide services to SDUSD for under $10,000 district-wide per vendor

ICA
per year.
A “Lot” refers to an amount. A “Lot” is a quantity of 40 or more of any one single
object, and those 40 objects are related to one another. For example, 40 individual
library book titles, when ordered together at the same time, can be ordered as a single
“Lot”. Thus, it would be ordered as a single line item on an ePro requisition (library
Lot Order books), but with the caveat that a detailed list of all 40+ books would accompany the
order. A “Lot” MUST have a minimum of 40 individual items in it. Fewer than 40
means it cannot be ordered as a “Lot”, and must be entered as a line-by-line Special
Request Requisition.
NTE (Ceiling Not To Exceed. The maximum dollar amount allowed including all costs such as sales
. tax and any applicable freight charges.
Price) ¥ app g g
POC Point Of Contact. Typically, the name of a person to contact.
Term Purchase Order. This is a purchase order that obtains a certain goods, services
and/or set of services for a defined term of time. Examples are: repair orders, payment
Term P.O. L . .
of invoices for Professional Service contracts, etc.
To transmit an electronic file (such as a PDF file, Word document or Excel spreadsheet)
Upload from your computer to a server (such as a web server) another computer, or
attachment to a Requision or Purchase order.
Direct Connect is a direct communication configured between two electronic business
systems (District and Vendor). For the District, Direct Connect is an online computer
Direct feature within the PeopleSoft eProcurement software application. Direct Connect is
Connect currently used to order goods from online vendors. To order, a requester connects to
Order the vendor’s online system using the web tab within PeopleSoft and selects available

products for their shopping cart. After checking out from the vendor’s online system,
a requisition is created within PeopleSoft for further processing.
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Receiving of Goods and Services
(http://www.sandi.net/Page/49145)

Home P Departments P Distribution Services

Receiving of Goods on Pick-up or School
Delivered POs

An electronic “receipt” must be created in PeopleSoft to enable Accounts Payable to pay for all goods and services. For
schools and sites without a designated person on site to process sales receipts, packing slips, or Invoices into an electronic
“receipt’, the following process will be followed.

For items that are delivered directly from a vender to your site (not from the district warehouse) or purchased and
picked up from a vendor location by a district employee, the district's Receiving Departrmant will key in the dollar
amount andfor quantity to create a “receipt number” that will facilitate payment by

Accounts Payable.

For auditing purposes, a copy of the receipt or packing slip must be sent to the Supply Center Warehouse Receiving by
either:

1. Scanning and attaching to an email and sent to Supply Center Warehouse Receiving (supctrec@sandinet).
2. Or faxed to Supply Center Warehouse Receiving at (855.496-8052).

The email or fax MUST contain the following information:

+ Sales receipt (for items purchased and picked up from a vendor location) and packing slip (not invoice), is delivered
by a Vendor to your location.

+ (Cash Register Receipt Transaction # (where applicable)

+ Total dollar value (including sales tax)

= Purchase Order number

1. Make a copy for your Records, and then
2. Send the Criginal receipt/packing slip to Accounts Payable (Ed Centar — Rm#3141), making sure that the Term
PCHt is referenced on the criginal documents.

DO NOT SEND ANY ORIGINAL DOCUMENTS TO THE RECEIVING DEPARTMENT™

Home p Depsriments P Distribution Services
Receiving of Services

An electronic “receipt” must be created in PeopleSoft to enable Accounts Payable to pay for all goods and services. For
schools and sites without a designated

person on site to process sales receipts, packing slips, or invoices into an electronic “receipt”, the following process will be
followed.

SERVICES

Upan receipt of an invoice (not a work order) from the service provider, the school/site receiving the service shall have the
Principal/Site Manager (or his/her designee) review the invoice for accuracy, legibly print and sign the invoice with a full
name, title, and the date signed. This signature is verification that the services have been performed, that the billed amount
is correct, and autherizes the Receiving Department to electronically process the invoice (create a “receipt number”) for
Accounts Payable to remit payment to the provider.

To expedite payment, a copy of the signed invoice, with the PO number affixed, is then sent to the Receiving Department
via email (supctreci@sandi.net) or fax (858.496-8052) for electronic processing.

— Without this step —
Accounts payable is unable to post payment in the Peoplesoft system.

**DO NOT SEND ANY ORIGINAL DOCUMENTS TO THE RECEIVING DEPARTMENT™
Original invoices are then forwarded to Accounts Payable (Ed Center, Room #3141). Verify that the PO number is

referenced on the Invoice, if it is not on the invoice, then write it on the Invoice to ensure that the corract Purchase Order is
being charged.
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http://www.sandi.net/Page/49145

DIRECTIONS and URLs TO USEFUL WEB PAGES

e SDUSD Training & Resources Website: www.sandi.net - Staff = Technical Support & Resources
- PeopleSoft = Training or Support links (login with your SDUSD employee ID and password).
http://www.sandi.net/Page/58612

e PeopleSoft Training & Support Website: Click HERE or go online to this path: www.sandi.net 2>
Staff = Technical Support & Resources = PeopleSoft: http://www.sandi.net/site/Default.aspx?PagelD=1751

e For computer and technology pricing: www.sandi.net/pricelist

e Strategic Sourcing and Contracts: www.sandi.net = Departments = Strategic Sourcing and
Contracts. http://www.sandi.net/Page/2079

e |CAs (Independent Contractor Agreements): www.sandi.net = Departments = Strategic
Sourcing and Contracts = Independent Contractor Agreement: http://www.sandi.net/page/2083

e Non-ICA Web Page for processing contracts through the Board of Education: www.sandi.net >
Departments = Strategic Sourcing and Contracts = Contract Intake Processing (Non-ICA)
http://www.sandi.net/page/2082

The Five Principles of Public Service Ethics
- By Michael Josephson

The Five Principles of

Public Service Ethics

1. Public Interest Public office is a trust to be used only to
advance public interests, not personal gain.

4

2. Objective Judgment Decisions are to be made on merits,
using only proper criteria without partiality or prejudice and
unimpeded by conflicts of interest.

3. Accountability Government conducted transparently,
efficiently, equitably and honorably so public can make
informed judgments and hold public officials accountable. *

4. Democracy Honor and respect democratic principles;
observe the letter and spirit of laws in good faith.

4

5. Respectability Safeguard public confidence in the
integrity of government by avoiding appearances of
|mpropr|ety and conduct unbefitting a public official

Micnael .Ao:.epu:.ul U4 JObt:plWI “lbl.llu{e
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Code of Ethics adhered to by the
Strategic Sourcing and Contracts Department

UurePCcCCcC

Universal Public Procurement Certification Council

CODE OF ETHICS

I will seek or accept a position of einpicyment only when fully in accord with the
professional principles applicable chersto, 2nd when confident of possessing the
qualifications to serve under those principles to the advantage of my employer.

I believe in the dignity and worth of the services rendered by my employment and the
societal responsibilities assumed as a trusted public servant.

I shall be governed by the highest ideals uf honor and integrity in all public and
personal relationships in order to merit the respect and inspire the confidence of my
employer and the public served.

I believe that personal aggrandizement or persoual profit obtained through misuse of
public or personal relationships is dishomnest and intolerable.

I will identify and eliminate participatioa of any individual in operational situations
where a conflict of interest may be involved.

I believe that individuals that possess UPPCC certification should at no time or
under any circumstances accept direc:ly or iudirectly, gifts, gratuities or other things of
value from suppliers, which might intluern e or appear to influence purchasing decisions.

I will keep my governmental orgaaization informed, through appropriate channels,
on problems and progress of applicablc operations by emphasizing the importance
of the facts.

I will handle all personnel matters oz a merif basis. Politics, religion, ethnicity, gender
and age carry no weight in personnel ad .:iuisiracion in the agency being directed or
served.

I1shall not seek or dispense personal favors that are in conflict with my profession.

I will handle each administrative prob' 't olUjectively and empathetically without
discrimination.

I subscribe to and support the professional aims and objectives of the
Universal Public Procurement Certification Council.

35

——
| —



